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Item
No.

1.

2.

3.

4.

CITY OF ANNAPOLIS
RECORDS RETENTION AND DISPOSAL SCHEDULE

FIRE DEPARTMENT

Description

General Correspondence

Original incoming letters, copies of outgoing
letters, memoranda, studies, reports, directives,
policies, and other materials related to the
administration of the agency.

Background Files - Employees

Background records for personnel including
credit checks, licensing information, motor
vehicle checks, criminal history, military
history, and personal history statements.

Background Files - Firefighter
Applications

Background records of firefighter applications
including credit checks, licensing information,
motor vehicle checks, criminal history,
military history, and personal history.

Burning Permit

Any open flame used to burn any material
within city limits must be given a burning
permit.

Schedule No.

wy-\oei
Division:
FIRE MARSHAL'S OFFICE

Retention

Retain for three years, then destroy.

Retain for five years after termination,
then destroy.

Retain for five years after termination,
then destroy.

Retain for one year, after permit
expiration, then destroy.

a,?,
Department Director Date

Date

APR 2 7 2000

Schedule Approved by State Archivist Date
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Item
No.

5.

6.

7.

8.

CITY OF ANNAPOLIS
RECORDS RETENTION AND DISPOSAL SCHEDULE

FIRE DEPARTMENT

Description

Background Files - Volunteer Personnel

Background records of volunteer personnel,
including credit checks, licensing information,
motor vehicle checks, criminal history and
military history.

Investigation Files

Investigation files, including police and fire
reports, witness statements, photos,
investigation reports and any other documents
pertinent to the investigation.

Complaints

All complaints - about any subject - tenant
about property owner - owner about a tenant -
public about anything.

Street Fire

Locations of inspectable buildings by street
address any and all information except plans.

Schedule No.

Division:
FIRE MARSHAL'S OFFICE

Retention

Retain for five years after termination,
then destroy.

Retain for 25 years, then destroy.

Retain for 10 years, then destroy.

Retain as individual file for the life of
the building, then destroy.



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division 3. Unit

( O

DEFINTTION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title . ĉ T £ > < ^ O O O~V> 5. Earliest Year/Latest Yea

9 to
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

of the series. ~ ?

7. Record Series Format(s)

t£ Letter Size
a Legal Size

• Micro Film
• Computer Tape

O Bound Book • Floppy Disk
• Audio Tape • Video Tape
D Other (Specify)

8. Record Series Sequence

^Alphabetical

Q Numerical

• Chronological

a Geographical

Q Other (Specify)

9. Volume

Number

/Î TFile Drawer(s)
• Microfilm Reel(s)_
a Computer Tape(s)_
• Other (Specify)

10. Annual Accumulation

g&ile Drawer(s)
umber

• Microfilm Reel(s)_
• Computer Tape(s)_
a Other (Specify)

11. File is Used

D Daily • Weekly * ^Monthly

12. File Becomes Inactive After

' D Month(s)
Number

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
jBlNo a Yes

15. Access Restrictions JtfVes
(If yes, cite law(s) & regulations)

a No 16. Audit Requirements

• State • Federal • Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
a Yes J

18. Recommended Retention

19. Name and Title of Preparer

20. Telephone Number - ZJU.~*>- 21. Date
F:\DATA\FORMS\1NV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year
4 to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
oftheseries.

7. Record Series Format(s)

/SXetter Size G Micro Film
• Legal Size a Computer Tape
O Bound Book • Floppy Disk
• Audio Tape • Video Tape
a Other (Specify)

8. Record Series Sequence

(^Alphabetical

• Numerical

D Chronological

O Geographical

D Other (Specify)

9. Volume

Drawees)

Number

t
• Microfilm Reel(s)_
D Computer Tape(s)_
• Other (Specify)

10. Annual Accumulation

Drawer(s)_ I Number

D Microfilm Reel(s)_
• Computer Tape(s)_
a Other (Specify)

11. File is Used

a Daily • Weekly - ^Monthly

12. File Becomes Inactive After
/AOTV-*--"^' itz-

o Month(s)
Number

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
JTNo D Yes

IS. Access Restrictions
(If yes, cite law(s) & regulations)

DNo 16. Audit Requirements

T a State O Federal • Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
Q Yes ^

18. Recommended Retention

19. Name and Title of Preparer , / C 7XGA i~Z>

20. Telephone Number - ZL> "5 -"W *? ^ 21. Date
F:\DATA\FORMS\INV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title cxrl&o <J *-> V: 5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of information/documents/forms found inthe series. Include the purpose or function
of the series, - f c ^ ^ t , 2 e , u u ^ I ^ e - e o r̂ C> ^> oF -fi tZ.e-Pi fc «^ Vtrt-^W^ ^ ° r t /Od<-U £>, OC=,

7. Record Series Format(s)

^Letter Size • Micro Film
Q Legal Size O Computer Tape
D Bound Book D Floppy Disk
• Audio Tape • Video Tape
Q Other (Specify)

8. Record Series Sequence

^Alphabetical

• Numerical

a Chronological

• Geographical

• Other (Specify)

9. Volume

Number

fe^File Drawees) (_
n Microfilm Reel(s)_
• Computer Tape(s)_
a Other (Specify)

10. Annual Accumulation

Drawer(s)_
• Microfilm Reel(s)_
D Computer Tape(s)_
n Other (Specify)

Number

—U-

11. Fife is Used

a Daily • Weekly onthly

12. File Becomes Inactive After

' • Month(s)
Number

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
[Ifyes, specify office)

D Yes

15. Access Restrictions pOtes
(If yes, cite law(s) & regulations)

• No 16. Audit Requirements

(one • State • Federal O Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
a Yes A

18. Recommended Retention

C£

19. Name and Title of Preparer ~~T7rHC> re>
20. Telephone Number O - 21. Date

F:\DATA\FORMS\1NV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division 3. Unit

DEFINTTION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
o f the series. _ _ _ _ _ _ _ _ _

7. Record Series Format(s)

i£Letter Size D Micro Film
G Legal Size • Computer Tape
• Bound Book • Floppy Disk
a Audio Tape a Video Tape
a Other (Specify)

8. Record Series Sequence

^Alphabetical

• Numerical

a Chronological

• Geographical

• Other (Specify)

9. Volume

Number

Drawees)
• Microfilm Reel(s)_
o Computer Tape(s)_
• Other (Specify)

10. Annual Accumulation

Drawer(s)_
Number

D Microfilm Reel(s)_
a Computer Tape(s)_
a Other (Specify)

11. File is Used

a Daily • Weekly * ^Monthly

12. File Becomes Inactive After

t v 3 V a Month(s)
Number

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
If yes, specify office)
" No D Yes

15. Access Restrictions P i e s
(If yes, cite law(s) & regulations)

• No 16. Audit Requirements

fa'None • State • Federal a Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
• Yes $

18. Recommended Retention

19. Name and Title of Preparer TV

20. Telephone Number 21. Date %•- ' -<?•
F:\DATA\FORMS\1NV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year

T to /99C
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

oftheseries. | O O ^ T a 6 ^ o 0 - C , ^ , l ^ C U o~7> C O C - ^ U v C t - ^ J R KZ.C-

7. Record Series Format(s)

/J^Letter Size a Micro Film
D Legal Size G Computer Tape
a Bound Book a Floppy Disk

M Audio Tape O Video Tape
O Other (Specify) k

8. Record Series Sequence

• Alphabetical

• Numerical

^^Chronological

Q Geographical

• Other (Specify)

9. Volume

KFile Drawees)
Q Microfilm Reel(s)_
n Computer Tape(s)_
D Other (Specify).

Number

4

10. Annual Accumulation

Drawer(s)_
Number

/
• Microfilm Reel(s)_
D Computer Tape(s)_
• Other (Specify)

11. File is Used

^Weekly " -̂ /^Monthly

12. File Becomes Inactive After

D Month(s)

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
[If yes, specify office)

fo a Yes

15. Access Restrictions
(If yes, cite law(s) & regulations)

DNo 16. Audit Requirements

D State D Federal • Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
DYes ^

18. Recommended Retention

I '

19. Name and Title of Preparer"

20. Telephone Number 21. Date "%•-(
F:\DATA\FORMSUNV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division 3. Unit n
f{Lfc V fe+J Vr o

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. EarliesJ Year/Latest Yea

/yg<?? to S
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

of the series, ft \J^ Ctm+pUH rJ^S -r- ft

7. Record Series Format(s)

etter Size a Micro Film
_,egal Size • Computer Tape

• Bound Book • Floppy Disk
a Audio Tape a Video Tape
• Other (Specify)

8. Record Series Sequence

• Alphabetical

a Numerical

• Chronological

• Geographical

a Other (Specify) _A> O

9. Volume

• File Drawer(s)_

Number

• Microfilm Reel(s)_
n Computer Tape(s)_
a Other (Specify)

10. Annual Accumulation

Number
Drawer(s)_

D Microfilm Reel(s)_
D Computer Tape(s)_
D Other (Specify)

11. File is Used

a Daily • Weekly • ja«Iononthly

12. File Becomes Inactive After Ot /0 (<1-/MO CO /O

a Month(s) • Year(s)
Number

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(Ifyes> specify office)

u^No • Yes

15. Access Restrictions a Yes
(If yes, cite law(s) & regulations)

16. Audit Requirements

None • State a Federal • Independent

17. Is an index system used? (If yes explain briefly and
describe anv'nardware/software.)
a Yes

18. Recommended Retention -S V

19. Name and Title of Preparer Q^JS)tXsf<E> iQ K>

20/TelephoneNumber / 21-
F:\DArA\FORMS\lNV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year
/?75~ to /??&

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

oftheseries. ^ Q p(E^O £-UU*\ ^ CLS

PitstiUtffiL, U)

7. Record Series Format(s)

itfXettc[Letter Size n Micro Film
G Legal Size G Computer Tape
a Bound Book a Floppy Disk
a Audio Tape a Video Tape
• Other (Specify)

8. Record Series Sequence

I/O Alphabetical

G Numerical

• Chronological

G Geographical

G Other (Specify)

9. Volume

File Drawer(s)_

Number

)
• Microfilm Reel(s)_
a Computer Tape(s)_
D Other (Specify)

10. Annual Accumulation

Number
D File Drawees)
o Microfilm Reel(s)_
• Computer Tape(s)_
Q Other (Specify)

11. File is Used O flJ

a Daily • Weekly ^ a Monthly

12. File Becomes Inactive After

• Month(s) D Year(s)
Number

13. Current Location(s) (Bldg. Floor, Room)

DC £/&
14. Is Record Series Duplicated Elsewhere?

(If yes, specify-office)
a No :?Pr

15. Access Restrictions • Yes
(If yes, cite Iaw(s) & regulations)

16. Audit Requirements

\ja^Nonione • State G Federal G Independent

17. Is an index system used? (If yes explain briefly and
describe anytlardware/software.)
a Yes /k

18. Recommended Retention

i

19. Name and Title of Preparer

20. Telephone Number -7?Zr &W 1<HO ". Date
F:\DATA\FORMS\INV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department
o

2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year
Z. to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
o f the series. ^ ^ f ^ f t f c ^ l

D c\

7. Record Series Format(s)

• Letter Size a Micro Film
u7"Legal Size a Computer Tape
a Bound Book a Floppy Disk
a Audio Tape G Video Tape
• Other (Specify)

8. Record Series Sequence

(^Alphabetical

^Numerical

• Chronological

• Geographical

a Other (Specify).

9. Volume

Number

o File Drawees)
a Microfilm Reel(s)_
Q Computer Tape(s)_
• Other (Specify*

10. Annual Accumulation

• File Drawees)
• Microfilm Reel(s)_
• Computer Tape(s)_
Q Other (Specify)

Number
I

12. File Becomes Inactive After Po5Sl£U\ U)

n Month(s) Year(s)
Number

14. Is Record Series Duplicated Elsewhere?
specify office)

No • Yes

16. Audit Requirements

t.a'NoiNone O State • Federal • Independent

17. Is an index system used? (If yes explain briefly and
describe an^hardware/software.)
a Yes . /No

18. Recommended Retention

19. Name and Title of Preparer

20. Telephone Number / JL16) Z-<o J~ I fa O> ?j& 8-tFPk Ml* 21. Date
F:\DATA\fORMSMNV.WPD


